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13 August 1962

MEMCORANDUM FOR: Assistant Dirsctor, Central Reference

BUBRJECT : Realigmment of Document Division

iI.

111,

The dissemination function should be more timely, less
sgubject 1o delay by changing conditlons.

FACTS

L. The whole dissemination function is delayed by selectlon
for indexing and erea batching.

B. The disseminstion of information reports is delayed by the
ralatively small volume of other documents requiring more detailed
processing.

C. Gome functions within the Processing Sectlion are directly
controlled by professional personnel in other sections.

DIBCUSSION

A. Any processing step put abeed of dissemination slows dovn
the process. Recent experiments indicate that the increased sumber
of batch envelopes preparsd for the speclalized indexing areas
resulis in excessive paper handling for the dissemlnators. This,
in addition to the time required for the actusl selection step, the
initial preparation of code sheets and the batching, resulls in &
significant delay of the dissemination fuasction. As it is fessible
1o disseminate from large unbatched groups of documents, it would
be better %o place the selection and batching steps after dissemination.

B, Informetion reports can be disseminated more rapldly than
those documents requiring special handling, and therefore should be
processed separataly. _
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C. 1he fact that the Selection Jtaff instrucis the bateh
clerks, the dissemimmtors imstruct the distrivutors, and the
typing of istellofax mate is direetily related to the indexing
aission, suggests the possibility of more efficient organlzation.
The present separation of the Divislios lato two brasches, cue
largely professioanal, the oiher largely clerical, resulia in
faflexibility and inefficiesnt use of BALPOVEY

D. By placing the two mein aissions of the Division into separate
branches and reassigaing several fuactions we can completely
diverce the dissemination and indexing fusctioas. This would
result in a msore efflclent use of adminisiretive persoonel
enabling us to establish mors flexible procedures, develop a new

- emphesis on jimely dissemination and find the time to serviee

reading reguironeuts.

COHCLUSIOHS

A. Transfer the dissemlustion reapousibility from the
Anslysis Branch t¢ the Control Branch. Chaage the nmme of the
Conirol Branch to Disseminmation Coatrol Brmnch.

B Trsnsfer the indexing functions of the Selection Section
‘¢ the Indexing Bection and the balance to the Dissesinaiion
Contrel Branch.

C. Transfer the Typing Unit from ibe Procsasing Sectlen to
the Analysia Branch. Change the nase of ihe Proceasing Ssction
to Control Section.

D. Provide for the seperate disssnination and processing
of iaforsmiion reports and other documents.

E. Up-grade the present siot for the Chief of ihe Indexing
decticn from G8-12 te G3-13.

I |
Chief, Document Divisien

Attachaents

Prasent and Froposed Division Organization.
fable of orgsnization of Branches.
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